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1. Requesting Agency
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2. Division or Bureau of Requesting Agency
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3. Authorization Requested (Check only one of the squares below).

A
Dispose of present accumulation. No

, , additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. .The records will cease to
have value to warrant their retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works!

This unnumbered fora (5B X 6*} is a telephone request for emergency
purchases. Itiis checked against the Departmental Requisition and
must be the same, The material is filed .'.alphabetically by name
of vendor, for the Tears 1952 to date and occupies 6 cubic feet in
the office area* The annual rate of accumulation la 2 cubic feet*

KEGQMMEHDaTIQNl RETAIN FOB THKEE (3) IBkRS AND THEM DESTRQI,

BEQISTER OF ORPEgS

BSCPEST PHOHE SLIPS

The fora &4j67 (6§»» X 11") i« a record of purchase ordara and date
of authorisation* The fora shows a couplet© procedure of a purchase
order* giving the date* name of vendor* order number, description of
the purchase, total, amount, date order trae approved by the OOSSSLB*
cdon and*7eturned«Each order is numbered and mist be accounted for*
fhe material is filed numerically, in binders, for the years 1°U7 to
date and the binders are kept in a file draper occupying 1& cubic
feet in the office area* The annual rate of accumulation 2 binders*

KSCCMrfflHDATIOSl RETAIN FEKK9KESTL7.

ESTIMATE OS CONTRACTS

The fora S-363 (6%a X U " ) is an estimate on materials issued for
oonstruction oontracts* It shows authorisation to purchaae, descrip-
tion of JoateriAl, date and location* The material is filed by
contract number for the years 1°U? to date, in binders, occupying
2k cubic feet In the office area* The annual rate of eccumLatlon la
very eaalX*

7. Agency, Division or Bureau Representative

fitipfrpy^mny «. ifatnnPfi &i Odtober l i . lOCh
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
; Commission. ,

(-,/** "-tbZ^JL f •/*
Date Archivist

Disposal Authorized os'Indicated in Col. 6 by Board of
Public Works.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or-linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

5.

k6.

* 7

u

BECOHMENDATIONi RETAIN PERMANENTLY.

PRIORITY OEDEBS

This file conai8ts of purchase orders and Form A-863 [&}f x 11")
pertaining to materials purchased through the National Production
Authority* The material is filed numerically, for the years 1951
1953 and occupies 3/4 cubic foot In the office area.

RECOMMENDATION: RETAIN TEH (10) 2SARS AND THEN DESTROY.

VOID REQUISITIONS

This file consists of purchase orders and requisitions on material
which has been returned and those that have been written in error
or for some reason have been voided. They are numbered and must be
accounted for. The material is filed numerically in binders occ-
upying 3/4 cubic foot, in the office area for the years 1948 to
date. The annual rate of accumulation is very small,

RECOMMENDATION: RETAIN PERMANENTLY. ]

DAILY RECORD MATERIAL RECEIVED

The form E-447 {8&" x 11") consists of the name of the company from
which the material m s received, quantity, item, supplies, order
number and date. The forms are filed chronologically for the years
1950 tc date in binders and occupy 3/4 cubic foot in the office
area* -The annual rate of accumulation is very small.

RECOiEffiNDATION: RETAIN THREE (3) YEARS AHD THEN DESTROY.

STOCK CARDS

This form£-225-A [&k» x U n ) is a record of material,bought and
issued. It shows the name of the company, description of the
material, to whon issued (Division or Account) and date. It is
filed alphabetically by material for the years 1947 to date. There
are no duplications. The material occupies 12 cubic feet in the
office area* The annual rate of accumulation is 6 cubic feet.

HECOMMSHDATION: RETAIR UNTIL SUPERSEDED BY A NSW CARD AND THEN
DESTROY.

B O A KM* ;

Dale • 8G»? 1 4 1954
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